
THE SIX MOST COMMON ERRORS MADE IN FILLING OUT CLE FORM 1 … 

AND HOW TO AVOID THEM. 

�

Half of us who practice law need to complete and file a CLE Form 1 every October, reporting the 
completion of 30 credits of continuing legal education.  If we don’t the downside risk is substantial:  
the suspension of our license to practice law. 

If we do report, and the report is deficient, the result can range from just having to rush to do it right, to 
having to scurry to take courses, to paying a late fee … to suspension.  The easiest way to avoid any of 
these consequences is to file early and to file accurately.  The six most common errors are:  

1. Not filing right away.  The earlier one files, the earlier one’s form gets audited, and the more 
likely one is to find out in time that an error has been made and that one needs to pick up some 
more credit.  The later one files, the more likely one is to have one’s form land in a huge pile of 
late-filers, and the audit probably won’t be done and deficiencies reported until too late to avoid the 
late fee of $50.00.  

2. Not reporting courses accurately.  The form asks for the course’s sponsor, the course’s title, the 
date the course was given, the city and state the course was located in, and the credits one attended.  
Reporting the amount of credit is obvious, but without an accurate date, title and sponsor, it 
becomes extremely hard for our staff to figure out which of dozens of courses given by a particular 
sponsor or on a particular date was attended.  

3. Not signing the form.  CLE Form 1 is a sworn document, and the filer is testifying to the truth of 
its contents.  Lack of a signature is neither a trivial nor a merely formal fault.  

4. Not taking personal responsibility for completing the report, by relying on support staff to 
keep one’s records.  Their license is not at risk.   

5. Not keeping the State Bar of Wisconsin up to date with your mailing address.  The Board of 
Bar Examiners uses the most recent address on file with the State Bar (which is the holder of your 
official address) to mail the Form 1 to.  If you are no longer there, then you won’t get the form.  If 
you don’t get the form, you cannot file.  If you do not file, your license will be suspended.  

6. Not making sure that the courses have been approved for Wisconsin credit (or to assume that 
you know how much credit they have been approved for).  One place to check is our website, 
which has a searchable database for CLE courses.  

The way to avoid these errors is to take things into one’s own hands.  Every time a CLE course is 
taken, one should file the course brochure and payment receipt in a folder in one’s own desk, and 
record the course in one’s calendars.  Then, when the CLE Form 1 arrives, all of the necessary 
information is at hand and as correct as it can be.  This is the simplest and the most secure means of 
ensuring an accurate report is filed, for memory is never a good record. �

Keeping up with CLE is probably the hardest thing to do.  Reporting it is not rocket science, and 
accurate reporting of it can be accomplished by taking control on one’s own.  It is your license that is 
at stake, not someone else’s, and one should not rely on another to protect and to preserve that license. 

 


